Letter 13: Invite to grievance meeting
Dear [EMPLOYEE]
Grievance meeting
Further to your letter dated [DATE] I would like to invite you to a meeting to discuss the concerns you have raised in relation to your employment.

To summarise, in the above-mentioned letter, you raised the following:

[SET OUT DETAILS OF THE GRIEVANCE]

In order to discuss these concerns, I would like you to attend a meeting at [PLACE] on [DATE] at [TIME].  The meeting will be held in accordance with our grievance procedure, which I attach for your attention.

The meeting will be conducted by me and the following people will also be in attendance [PROVIDE DETAILS].   The meeting will help me establish the full details of your concerns before I undertake a thorough investigation. 

You are entitled to bring a fellow employee or a trade union representative to the meeting in accordance with our procedures.  I would be grateful if you could confirm the details of your companion to me prior to the meeting.

Please confirm receipt of this letter and that you are able to attend the meeting at the time stated above.  If you or your companion are unable to attend for any reason, please let me know as soon as possible.  

If you have any questions in the meantime, please don’t hesitate to contact me.
Yours sincerely,

